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Meetings language 
Look at the headings below. They are all functions of meetings language. Can you think of any expressions you could use in these situations? 

1. Interrupting

2. Giving and asking for opinions
3. Making comments

4. Agreeing / Disagreeing

5. Advising and suggesting

6. Requesting action / information

With a partner, put each of the sentences below under the correct heading. 
1. In my opinion ...

2. Excuse me for interrupting.

3. Am I right in thinking…
4. I’m not sure that’s such a good idea.

5. How about... 

6. I see what you mean.

7. We should. 
8. I couldn’t agree more.

9. That's true.

10. Are you sure/ positive that ... 
11. Do you (really) think that?

12. Perhaps.

13. I'm sure that ...

14. I suggest/recommend/advise (+verb +ing).

15. Why don't you . .

16. I'd like you to ...

17. I'm afraid I can't agree with you there.

18. (I'm afraid) I can't agree

19. Of course not.

20. May I come in here?

21. Exactly!

22. Please, could you ...

23. Let's ...

24. Good point!

25. I suppose so.

26. I wonder if you could ...

27. That's interesting ...

28. I’m sorry, but…
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Practice situations for meetings language

Work in pairs and decide what you would say in the following situations.

You are in a weekly team meeting and your team leader asks you to work at the weekend. Interrupt and make another suggestion.

Your team wants some information on a new project. Give them advice about what they need to do and request they do something for you.

You are at your annual meeting with your boss to discuss your future training plan. Your boss asks you for your opinion on your training options for next year. Give your opinion and ask for his.

You and a colleague are in a teleconference with members of a rival software solutions company. You think the advice they are giving about their new quick response system is not true. Interrupt, disagree and give your opinion.

Making suggestions in meetings
Things need to change on your project. You are having a meeting with your project leader and the lead architect on the team. Below are the points you need to make. Use sentences with ‘if’ try and think of five sentences you could use in the meeting. Say your sentences to the project leader and architect, and comment on their responses. 
· You don’t have enough people to meet the milestone. 

· You need another person with better project know-how to join the team. 

· You also need more time because the customer has changed the requirements of the project.
· You need your boss to postpone one of the other projects because it’s taking too much of your time away from the more urgent project.

· The architect needs to have clearer guidelines from the customer on what is required and when it is required.

Work schedule negotiations using ‘if’
Role play: You all provide 3rd level support for an application. You need to develop a schedule for support delivery. Your group needs to provide the following requirements.

· Deliver service from 05.00 to 20.00 Monday through Friday

· Deliver service from 08.00 to 17.00 on Saturday

· 2 people must provide service at all times from 08.00 to 17.00 Monday through Saturday

· Each person can work a maximum of 40 hours in one week.

· Each person must have a one-hour lunch and two 30-minute breaks in a day. The lunch hour does not count towards the 40-hour work week.

· Each person must have two days off every week.

· One person needs to do a night shift every night from 20:00- 05:00

Participant A: You are a senior employee and you prefer to work early mornings.  You do not like to work at weekends.

Participant B: You have a family and you prefer to work regular business hours. You cannot come in early or stay late because you have the only car in your family.  This means that you have to take your children to and from school everyday.  You need two Saturdays off work a month because your wife has to work.

Participant C: You are the youngest employee.  You are unmarried.  You are OK working weekends but you hate to come to work early. However, you want two days off together, not a split weekend.

Participant D: You have just got married and you want to have weekends free to be with your partner because he/ she works Monday to Friday.
Participant E: You have a newborn child and you can only work half days, (you prefer mornings). However, you can work Saturdays and don’t have a problem with two individual days off during the week.

Participant F: You do a university course each Wednesday and every Saturday. However you need 40 hours a week to pay for it.
Trainer notes 
This is a mini series of lessons to help incorporate conditionals into first controlled then freer practice meeting situations. It helps participants develop speaking and writing practice with conditionals and meetings language as a core. It is presumed that conditionals are pre-taught or built into this series, so no grammar exercises are included.

Meetings Language starts with a brainstorming for ppts passive meeting’s language. The second exercise can either accompany or replace the first depending on the level and serves as a way to focus ppts attention on the specific functions of the vocabulary. (Tips: Use the numbering to speed up the partner work. Can also ask ppts to finish the sentence starters so as to be able to better analyse the function of the sentence.)

Practice situations is controlled pair-work to help build the language into a ‘real situation’.

Making suggestions in meetings introduces conditionals into making a deal/ concession, allowing ppts to have the backbone with which to negotiate. It could be altered to make it a full meetings role-play. (Tips: Trainer to control responses of the project leader and architect by asking them to use the language from the first part of the lesson. E.g.  Disagree and suggest. Alternate each time depending on conditional sentence. Possibly have a ‘controller’ who keeps their eye on language used.)

Work schedule negotiations using ‘if’ puts the meetings language and conditionals practice together as the ppts take on roles and negotiate over a working schedule. (Tips: Draw a large weekly timetable grid on the board and try to fill it with each participants schedule for week. Choose a chairperson.)

Disagreeing


(I'm afraid) I can't agree


Of course not.


I'm afraid I can't agree with you there.


I’m sorry, but…..


I’m not sure that’s such a good idea.


Advising and suggesting


Let's ...


We should. .


Why don't you . .


How about. . ..


I suggest/recommend/advise (+verb +ing).


Requesting information and action 


Please, could you ...


I'd like you to ...


I wonder if you could ..That's interesting ...


Good point!


I see what you mean.





Getting the chairperson's attention


Excuse me for interrupting.


May I come in here?


Giving and seeking opinions


I'm sure that ...


In my opinion ...


Are you sure/ positive that ... 


Do you (really) think that?


Am I right in thinking …


Commenting


That's interesting ...


Good point!


I see what you mean.


Agreeing 


I couldn’t agree more.


Exactly!


That's true.


Perhaps.


I suppose so.












